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PYRSOUHEL REQULRRMORTS AND DESCRIPTION OF LUELES 


te Duties previously prescribed for the cecretary ani the Asel stant 
Secretary are on file in the office of the Sxecutive for Pergennel and Admin- 
istration. 4 deseription of the functions ascigned to the Gearetariat is 
attached ag Tab 7. 


2. in addition, the Secretariat is designed to provide ICAPS end the 
CIG operating offices with a channel through which policy and all other matters, 
exoopt persome)l end aduinistration, originating in these offices may be brought 
to the attention of the Executive Director, Agsiatant Executive Dirsecter, or 
the Director of Central Intelligence for decision. All the decumente preparad 
in CiG (with exception of pergoniel and adniaistrative aatters) will be seresned 
hy the Seoretariat at one time or another. Tha -ecretariat will be required te 
study the situation, review the proposed remedy, and report findings or recon 
mendations to the Lirector, after coordinating with the Executive Director, 
for decision. 


34 ihe volume of work, pressure and the complezity of problems at this 
level will be so great that the following minim ataff (6) ie required: 


@ 1 Secretasy, Cole, Capte, CAl~3S 
S. 1 aswiztant Secretary, Cols, apts, “AP1h 
ae 1 Staff Agaistant, Capts, ite (See), CAFelL 
de 1 Adwinietrative assistant, CAPH~9 

Ge 1 Adminietrative Assistant, CAl+7 

f. 1 ClarkeStenographer, cara) 


"# 


Sad 


kk. The Seoretary (CAT~1") (in addition to the duties deseribad in 


a 


& That problema of polley arieing in [CAPS and the various 
officer within CIO are broucht to the attention of the 
Direstor, the “xecutive Director, or Assistant "xecuti ve 
Director for consideration and decision, insuring that 
recommdations are clear and cenclae, responsive to 
directives, consistent with existing policies and have 
been properly coordinated. 

be That actions recomended and approved are fellowad up 
with the appropriate offices and officers, both within 
CIO arvl in other agencies of the governmant. 

Ge The proper clearance of policy documenta emanating fron 
the various offices of the CIG before prasentation to 
the Director acd after coordination with the “xecutive 
Director. In this connection be worke with policy 
officers, i.¢,, office heads, in shaping doquments, 
taking the initiative in bringing ebeut revisions in 
policy operations, reeolving contreveraial Lesues as 
between or among various offices, and generally 
bringing to bear his intimate knowledge of the atti~- 
tudes, deaires and sethods of the NIA, IAB, and CiG 
officials ap evidenced by their record of past de- 
cisions, deliberations in staff meetings and personal 
disquasions, The incumbent ie thus placed in a rather 
unique pesition of coordinating and shaping preparation, 
presentation, documentation ani implementation of policy 
matters throughout the CIG which must receive the atten- 
tien of the Diractor. 
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Se ‘the Seeretary pripares agenda, attends and keeps adzutes of any KIA 

148 or txacutive Staff asetings, initiates the implementation of declaions 
made therein, and performs mich other duties as the effective functioniny of 
the MEA, IAB and CIO may require, and is responsible for sordinating the 
work of all these committeen. Incusbent soeake and acte for the Director and 
the Executive Director and, where necossary, the igsictant Executive Uireeter 
with regard te pelicy sattera, particularly those involving top-level decisions 
by the WIA. In the performance of his work the Secretary is in almost constant 
scaagrstcpant anil woth the top policy offloeeara of the C16 and eeny Key officials in 

the Depertuents, duch of his work ls scoompliahed throug: the media of informal 
meetings and di scusaions. 


& The Asatatant Secretary (CAPH1h) (in additden to duties deceribed in 
develops work matheds for tha divieaion and assuaes responsibil ty 
for keeping the Secretariat properly geared to best service the neade of CIG. 
(This function has never been done befora in the field of foreign intelligancs, 
and the individual assigned te the task will have responsibility iar the 
initial development of the whele achame of machinery for the progran wording 
with a minim of direction and instruction.) He will be required to study 
and appraise minutes of EIA, IaB or the Director's ataff meetings, as reli as 
reports, documenta and based on such study and appraisal wili formulate re- 
comamndattons involving the consideration ef such probleme ae duplication and 
overlapping of policy deaisione, and insufficient develogment and coverage of 
technical problems under conaiderstion. The Secretary, JIA, is absent fron 
his office over Tifty par eent of the time, and the Agaistant Secretary, 
therefore, wast insure that imuediate action is taker om all papers and docu- 
ments subaitted to the Secretariat, ‘The Assistant Secretery will have full 
authority to act for and in the name of the Secretary. 


Te One Staff aAesistant (CAP-11) or the military aquivalent wlll be re- 
quired, This individuel will serve ae Maleon and general expediter between 
the Seovetary and the various officea. In thie connection bs will be required 
to make a comprehensive analysis of all cIG docummnts subei tied to the Seere- 
tariat which will involve careful consideration as to the eufficienay ami ade- 
quacy of the material, adequate terns of reference, duplication or overlapping 
of policy considerations. Ne will be required to perform extensive research, 
investigation and verification, prepare euch special reports as requested, and 
must have an appreciation of the relationship of the gubJect to general 3 foreign 
intelligenos policy as well as to spactiie intelligences problems. Ke must make 
recomendations aa to how certain inadequacies and inconveniencan omy be core 
rected, as to the need for further aubject. developaant on the sart af the oper 
pod c attietad, and for additional coordination. fe should have # lol edge 
vackground of the policies and procadures of far, Air, javy and/or State 
setter ope He muste 
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a Detect incongsistencler aa thay develop. 

» Ralae questions. 

Point out the gaps where it is believed thet the policy 
determinations have not bean clearly worked out, and 

if certain pelicy deterninationa are indicative of a 
trend wiich seene to warrant the wakins of a comprehensive 
study of report, he either: 


(3) initiates the study, ar 

(2) Has it conducted by the proper office. 

dad. tork on the development of criteria by which policy matters 
may De evaluated and a detersination made as to the adequacy 
of documentation, Involving conatant diecussiens with top-~ 
ievel policy officers. 


CUNT ivi (ini 
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@. Serve ag liaison to the Offices, Branches, Divisions. 

, Keep the Offices, Branches and Civisiens advised by 
ansisting the: in obtaining for their guidance a 
definitive statement of CIG policy where sone has been 
previously axpressed. 

ge Advine the Offices, Branches and [ivistons of exiebting 

by Anglyse policy recomianiations formilated in order te 
obtain an understanding of existing policy and policy 
being formulated. 

4, Ageiat the offices in preparing documents for submission 

to the txecutive Staff, Mxecutive Director, or the Direc~ 

tor of Central Intelligence. 


8, One Administrative Aesistant, CAF~?, will be required. Thie individual 
Wil perforn reeponsitle work wiich requires « souprehensive imowledge of the 
work of the CIG, ite organisational structure, the personnel of tha offices, 
branches and divisions. In this comection the incumbent 2111 review policy 
documnts to determine: 


a. ‘thether any committes or office 4a working on the sane 
subject, 


ar 


be Has completed a similar study. 

sc» Whether the recomendations are supported by adequate 
data, 

de thether al] concerned with the subject matter have acen and 
approved the documente 


Incumbent whil prepare any necessary documentation ani forward documents for 
approval and transmigaion to the Director for final aoproval., She will malo- 
tain an office of racord ior NIA documents, [af documenta. She will be rem 
quired to perform extecsive research for the feoretary and Assistant secretary 
om NIA and LAB directives, papers, and decisions, Sho will previce a rasearch 
pearvice to ICAPS ami the CIO offices on all Nis and LAB matters.» 


%. One Administrative Assistant, CAl=7, will be required. This ink vidpal 
will work clowely with the Adsinistrative Assistant, CAr@9, anc Will act fou her 
tn her absense. In addition she will pertorm necessary clerical and stenographic 
work for the Secretary's 


1G. The Clark-Stenographer (CAF-5) will act aa secretary for the Assistant 
Seoretary and will: 


& ‘Take dictation. 

b. Transaribe dictation 

G+ keep necessary records 

ad. Follow up on deadline papers 

@. Yerfora other duties az required. 
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